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Job Aid:
How to Read an Open Statewide Solicitation

OPERATIONAL SERVICES DIVISION

Please Note: You do not have to be logged in to perform this task. Each Solicitation will have its own
specifications, forms and terms as well as contact information to review and submit.

Step Screenshot Directions
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SOLICITATIONS |fl'.|h.'TH.AI"I'". FORUMS | BUSINESS DIRECTORY | JOIN | RELATED LINKS

Home =
Browse Solicitations

* Browse All Open Solicitations
Use this ool for broad seanches. Actess every Open record posted by a single Entity-Department or classified in a specifc
2 Category-Subcategory of goods and senices Select Search for a

- Biowse AllClosed Soliciations Solicitation.

Use this ool for broad searches. Access every Closed record posted by a single Entity-Depariment or classified in a specific
CalegomeSubrgtegary of goods and senices

se this lool to locale goititations for Statewide Contracts, both Open and Closed records, or records conlaining specific
BrtrpanieeerifE Document Mumber, or Date Range (Open, Closed, Last Changed)

Find out how to enable email alers for any new posting or update that matches yvour profilel
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Step Screenshot Directions

Comm-PRASS * Login + betp

Home = Browse Salicitations = X
Search for a Solicitation Check Off the StateWIde
There are 13 Solicitation({s) found that mateh your search criteria ContraCt bOX, then seIeCt
Open from the Documents
Status dropdown menu.

Search by Keyword

Keywords: || Search
3 Word Soartnas and 4o8s notreceaize an Aternak (> o8 A wildoard command. | oos neteendustpariall Select Search. A link will
appear at the top of the
“*AND** Search by Specific Criteria screen of how many open
For Statewide Gontract Solicitations you are able to

Docurment Mumber: |

view. Remember, this
Docurment Status:

number will change as the

Department: Select Department
Frocursment Typs: - availability changes.
Applicable Procurerment Law: L
Zomm-PASS Category: Select Subcategory

Comm-PASS lom e

Solicitation Search Result

13 items found, displasng all lems

Claselite  Decimest Humber Tnie Satus  LastChaoged OSSO g S
— Select a Solicitation you are
1 21222008 LAWWDS Body Armior Vests OPEN 1172872006 i . . . .
interested in viewing by
1 2R0Z00E FACAB ANMQUNCEMENT OMLY: YWater Treabmend Chamica QOPEN 11.0%2006 i . .
4 selecting the Eyeglass icon
0RZ007 OFF21 Digital Duplc aling Equipmmend | Supplies a OPEN 1 2006 o1y I00T ey . .
option on the right hand
MASI007T  EMEZ CARRGUACEFMES DL QRN Staleside Conract 1o OPEM 1211172008 P .
side of the screen.
OAFT 2007 OFF22 Mailing Equepment, Accessories, Services & OPEN 1082006
D207 FACAT ANPOLUNCEMENT OHLY: Grounds-keapingiLandecs QPEN 1 21 572006
03022007 mei2 Anrouncemient Teldsmirmuric ation SOt il GOPEN 1072072008 A"
oaaaa0r FAC4AS ANMNOUNCEMENT ONLY: Lan and Grounds Equipm. QOPEN 1 2152006 [
Ll lnlednli by FAC29 ANMNOUNCEMENT OHLY: Tradesperson contractr DPEN 12 572006 R
04302007 FACIS ANMOUNCEMENT OHLY: Forlable Tollets (Conve OPEN 12 57006
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Screenshot Directions

Summary

> Interested in Bidding?

Document Humber: OFF21 Issued By: Operational Services Division /IT and Office Procurements
_ Bules Issuer{s} Forms & Terms Specificati Other Information

Document Title: Digital Duplicating Eguiprment , Supplies and Services
Document Status: OFER Version: 00004

Estimated Value {US$): 2,000,000.00
Estimated Units: Mot Availahle

Open Date: 111 7/2006 03:30FM Close Date: 01/09/2007 03:00F M

Amendment Deadline: 01/02/2007 03:00FM Last Changed Date: 121182006 08: 234 A screen will appear with
Comm-PASS Category: Office, Recreation, E i - Related Equi; i, Services & Supplies / Digital the Su m m ary tab SeIeCted '
5 Duplication/Facsimile Photocopier Printer Th|s tab prov|des you W|th
Procurement Type: Open to All Eligible Public Entities basic information about the
Applicable Procurement Law: MGLcC. 7, & 22, ¢c. 30,§ 51, % 52; 801 CMR 21.00 Solicitation
For Statewide Contract : ves Solicitation Contains EPP: ves

Solicitation Requires Prompt Pay Terms: Yes

Search Key Words: Digital Duplicating, Duplicators, Masters, Inks, Digital Duplicating Supplies, Services,
Maintenace, Equiprment, Dehbhbie, Deborah, Combra, Deborah Combra, QFF10, Drum, Cylinder,
Irmage, Scanning,

Description: CALEMDAR RULES AMENDMERNT DATE CHARGE FROM DECEMBER 27, 2006 AT 3:00 P.hi. TO
JARIUARY 2, 2007 AT 3:00 F.M. THE RFR DUE REMAIMNS THE SAME JARLUARY 9, 2007 AT 3:00
F.M. RFR AMERDMENT DATED MOVERMBER 30, 2006 AMERNDED AREA 1S INDICATED M RED
IM THE RFR. THIS FROCUREMEMT WWILL ALLOWY QR-LIME BID SUBMISSION. The PMT has
released the Request for Response (RFR) for Digital Duplicating Equipment, Supplies and
Services. The Due Date for bid submission is January 9, 2007, Interested Bidders must
complete Aftachments on the Specification Tab and Forms and Terms Tah.

Rules

> Interested in Bidding?

Document Humber: OFF21  Issued By: Operational Services Division / IT and Office Procurements

Summary - Issuer(s) Forms & Terms  Specifications ~ Other Information Select the Rules tab.

13 Calendar Rule Type: An additional opportunity to respond may be offered during the life of the Contract, it any. Submit a hid per i . i
6 the Saolicitation requirements as long as the Close Date has not heen exceeded. This tab will proV|de

21 Applicable P 1L MGLe 7,8 22;c.30,§ 81,852, 801 CMR 21.00 information abOUt the
pplicable Procurernent Law: c.7, ;. 30, , ; . H

Open and competitive procurement for Goods and Services. Evaluated based on criteria designed to determine the hestvalue to app“cable p_rocurement
the Cammanwealth. laws/regulations.

3 Online Responses Are Accepted: Wendors wishing to respond online may do so, but must he subscribed wvendors.

43 Alternate Responses are Accepted: Wendors can submit mare than one response for this solicitation

o 0 o

Operational Services Diwvision J T: 617-720-3300 / WWW.MASS.GOV/OSD




Page 4 of 5
Job Aid:

How to Read an Open Statewide Solicitation
OPERATIONAL SERVICES DIVISION

Step Screenshot Directions

Comm-~PASS  Lagin » Hake The Interested in

Bidding? link is where you
will identify yourself as an
interested bidder in any
Solicitation. This allows the
Entity and or Department

know at any time how many

potential bids to expect.

SOLICITATIONS CONTRALCTS | FORUMS | BUSINESS DIRECTORY | JOIN | RELATED LINES

Rules

Documient Humber; GFF2  lssued By: Operational Services Division (IT and Office Procurements

Summary  Rules ((ESUSI(EI) Forms & Terms  Specilicaions  Other Information
Eligible Enfities

This i5 a statewide procurement open far use by all aligible public antities within the Commonwealth of Massachusels, unlass
othersise noted, including:

Elicpibdes Eridlie-s
0. Citites, towns, districls, counties and ather political subdivisions

02, Executive, Legislative and Judicial Branches, including all Departments and elected offices therein;

03. Independent public authorities, commissions and quasi-public agencies Select the Issuer(s) tab.

04, Local public libraries, public school districts and charer schools,

05. Public hospitals, owned by the Commuonwealth, This tab will identify who the
8 06, Public ingtitutions of high education; contact person is for this

7. Public purchasing cooperatives; particular Solicitation.

8. Mon-profit, UF Recertified organizations that are doing business with the Commonwealth; Generally, you will see

04, Other states and territeries with no prior approval by the Stale Purchasing Agent required, and Name, Address, Phone and

10. Other entitites when designaled in writing by the State Purchasing Agent Email.

Cumently displaying 50 records per page. Change display fo 5, 10, 15, 25 records per page
Contact Information

Debarah Combra

Deputy Procurement Team Leader, Ofice
Room 1017

One Ashburlon Place

Boston, MA, 02108

{617) 720-3305 (Phone)

(B17) 727-4527 (Faxd)
debra.combragosd stale ma us
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Forms & Terms

> intecestad 0 Mocion?

Document Hurmlier; OFFZY

Issuad By Operationas Sorvicos Division (1T and Office Procurements

ey

Select the Forms & Terms

Upload Date Qocument Doscrption Action? Action Descrivtion View
1172008 Attachment 1 Mandatory Bidder veos Bidder agrees by submitting the Standard 2 tab.

Submission Form
RFR - Other Specifications for Statewide

Contract Form
Bidder agrees by submiting the Standard

11/12,2008 Contracta Yos  Contract Form 4 Thi b all h ial
e T oS vos COMPlete and submit. Online bidder signs < Is tab allows the potentla
Sapsmmpd bidder to see the forms that
9 1111212006 Contractor Authorized Signatory Listing Yan b R oAn e DICEaY Cornn 2
e 1 M
1111272008 RF R - Roquired Specifications for vos Hdder agreos by submitiing the Standarg 2 are reqUIred to SmeIt per
Statewide Contracts Y ContractForm H
id. Youm n h
1914 2/2008 W-9, Request for Taxpayer Id Number and Ye Complete and submit Online bidder defers 2 b d . OU . USt ope eac
A Conincation Ink signature one |nd|V|dua"y and
191 272000 Electronic Funds Transfer Link Yo sSigrn-up online @A .
complete the required
IR 213008 o e e bend Moes i Cameation ves ‘Complete and submit Online bidder signs 2 . p q
eloectronically actlon.
11411 272006 Commonmwealth Terms & Condiions Yes Complete and submi Online bidder defers 2

ink signature

Standard Contract Form and instructions veos Complete and submiat. Ontine bidser dafers Q@

1 3
1171 272006 ink signature

Currently displaying 50 (ecords per page Change disploy 1o §, 10, 15, 25 records perpage

Specifications
> Inderesied n Biddng?
Document Humber: OFF21  lssued By: Operational Setvices Division /IT and Office Procurements
Upioad Date Sobctation Document Description Yiew Select the Specifications
1211312006 OFF21 Request for Response (RFR) @’ tab
112012006 Affirmative Market Program Plan (AMP) Form [
10 - This tab gives the potential
1172012006 Attachment_2_3 4 5 6_7_8.12_13 in . . .
bidder the information

1152042006 Atttachment 3 Equipment Cost Shest s needed to submit a bid for
1141742006 Atachment 10 Cat 2 Supply Cost Sheet OEM Product Qar this specific Solicitation.
1141752006 Attachment 10A Cat 2 Supply Cost Sheet Generic Product Type 258
1111742006 Aftachment 10B Cat 2 Supply Cost Sheet Remanufactured Product s’
1141772008 Attachment 11Cat 3 Service Plan Cost Sheet New Equipment &
1141742008 Atachment 11A Cat 3 Sarvice Plan Cost Sheet Predecessor Equipment e
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